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PURPOSE:

To provide instructions for completing the disposition form noting the disposition and forwarding it to the criminal identification section.
OBJECTIVE:
· To provide the necessary direction to ensure that completing the disposition form, noting the disposition, and forwarding it to the criminal identification section are all correctly and accurately done in a consistent manner.  
GENERAL INFORMATION:
Pursuant to AZ Rules of Criminal Procedures, Rule 37.1 (a), if the final disposition of a case occurs in a court of record, the Clerk of that court shall complete the disposition form noting the disposition and forward it to the criminal identification section.  The clerk shall retain a copy of the completed form in the court's file. Pursuant to A.R.S. § 41-1751 every magistrate, or judge of a court, or clerk of a court of record who is responsible for court records in this state shall furnish to the criminal identification section of the Department of Public Safety information pertaining to all court dispositions of felonies and misdemeanors, except traffic arrests, where incarceration or fingerprinting of the person occurred, including guilty pleas, convictions, acquittals, probations granted and pleas of guilty to reduced charges within forty days of the final disposition.
EVENT DRIVER:

· The final disposition of a case occurs in a court of record.
PROCEDURES: 
1. Access both iCIS and MEEDS programs, so both programs can be viewed at the same time. 
2. Obtain a list of dispositions awaiting completion. 
3. For pre-2002 cause numbers, access iCIS, OnBase, or Inactive OnBase. Review the date of arrest and the date of arrest listed on the Disposition Report.
4. Utilizing iCIS, review the charges on the Indictment, information and/or direct Complaint and compare with the charges on the Disposition Report.  The charges should match (the statue must match).  A majority of the charges will be found on the Disposition Report.  Cases that have charges that are missing can only be added if the date of offense and charges on the Indictment or Complaint match.  (NOTE: Any offense dates that do not match draw a line through the date and indicate the correct date).
5. Utilizing iCIS and/or MEEDS, review the Sentencing Minute Entry, Dismissal Minute Entry, Acquittal, Deferred Prosecution, etc.  Any charges not disposed in the Sentencing must be disposed in a separate action, a jury verdict, court action or separate sentencing.
6. Ensure the charges on the Sentencing Minute Entry are the same as the charges on the Disposition Report.  The defendant’s name must appear on both the Sentencing and Disposition Report.
7. Review block 10 of the Disposition Report and ensure the statute is annotated and that it is correct for that particular charge.  If empty, enter the correct statute in this block.

8. Complete the Amended To box if the charge was amended in column 17.  Annotate the new charge on the next available line (line b) along with the new ARS code.

9. Annotate the appropriate code in the Disposition Code, column 18.  The applicable codes are located at the bottom of the sheet. 
10. Enter any applicable preparatory offenses. 
11. Domestic Violence & Victim Info must be reported as mandated. 
12. Circle “P” for Prison or “J” for Jail in the Prison or Jail column.  If both were ordered or a complex term is ordered, circle both selections and place an asterisk in the Length of Confinement box, column 20.

13. Annotate the length of prison or jail time (i.e., 1.75 years, etc,) in column 20, including future jail time. 
14. Annotate sentencing codes such as probation code SS (suspended sentence), CS (consecutive), etc., in column 21.  Multiple codes can also be recorded in this column (i.e., ss/cs/cc).
15. Record the length of probation ordered in column 22. 
16. Record the date of disposition, which is the date of the sentencing minute entry (the hearing date) in column 25. 
17. Stamp column 26 with the Disposition ORI stamp. At the right end of box 27, stamp the preparer’s name. 
18. Put the completed dispos in the basket for processing.
19. Court Disposition Report Supplemental.
A. In iCIS, locate the filed disposition form.  Then, click on MEEDS and locate the minute entry to obtain the necessary information needed to complete the supplemental form.
B. Complete an Automated Supplemental Disposition Report located on the S:\ Cust_Svc\CSC\Dispo if the original Disposition Report was completed.
a. The sentence was reinstated.
b. The sentence was revoked.
c. The sentence was terminated. 
d. The sentence was re-sentenced. 
e. The sentence was dismissed. 
f. The sentence was modified.
g. The probation was discharged. (NOTE: misdemeanor designations are only reported if the charge was originally designated a felony.)
h. Fill in the boxes on the form with the necessary information.

C. Enter the action (Probation Rein/Rewritten or Probation Discharge or Drug Court Status Hearing) in the Disposition box.  Annotate any changes since the completion of the original Disposition (i.e., different start date of probation, prison instead of probation, etc.).
D. Select File, from the tool bar. Select Adobe PDF under printer, click on print, and select desktop, Under File name type in case number (ex. CR2014-117804-001). 
E. Access the Supplemental Dispositions Folder located at S:\ Cust_Svc\CSC\Dispo.  Select the folder with the correct year, month, and date, click on the supplemental from your desk top and drag it into the folder.  Verify it was imported then delete the supplemental from your desktop. 
F. Record the completed supplemental under Incoming and item "#39" in the Disposition/Abstracts Database.

POLICIES / RELATED DOCUMENTS:
· AZ Rules Cr. Proc., Rule 37.1: Report of Court Dispositions, Scope
· ARS 41-1751: Reporting court dispositions to department of public safety
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS

· MEEDS
· OnBase

· S: drive/ Cust_Svc/CSC/Dispo
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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